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CAREER SERVICE MODEL FOR DEVELOPMENT OF PERSONNEL GENERALISTS IN SP SERVICE 
(APPLICABLE TO PROFESSIONALS WITH POReN ret FoR DeveLorvent) 
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GENERAL NORMS (For Guipance Onty) gy 


1. ACADEMIC BACKGROUND , . 2 


CY OR COLLEGE GRADUATE (OR EXPERIENCE EQUIVALENTS) 
MaJvorn EN ADMING, MGT., OR SOCIAL SCIENCES 


2. TRAINING ar : 


A, OTR , 
}. Core Courses 
@. TRENDS AND HIGHLIGHTS 
3. ADP ORIENTATION 


B. Externar (ror se.ectep EmPpLoyecs) 
a. PERSONNEL M3aT. (EeGe, POSITION CLASSIFICATION; EMPLOYEE re ORGANIZATIOLAL 
s2i DEVELOPMENT; PSYCHOLOGY; BEHAVIORAL THEORY; SYSTEMS ANALYSIS; STATISTICS letite 
2. TOPICAL OR ‘TECHNICAL TRAINING IN SPECIALIZED PERSONNEL SUBJECTS (c.a., AMA Sa 
Seminars) , 
C. WirHtn OP 
1, Sia ate OF PERSONNEL CAREERISTS AT OP ORIENTATION BETEP NGS; MONTHLY MEETINGS 
- SP SKILLS DEVELOPMENT PRocRaM 
2s parece OF NEW PROFESSIONAL CAREERISTS IN OP ON=THE-JoB TRAtNENG PROGRAM 


3. DESIRED / AGE AGE LEVEL PROGRES. sox Noe : ' 
‘ni -tASSIGNMENT OR READINESS FOR ASSIGNMENT BY AGE. NO- 45 To OP KEY POSITION (OR APPROXIMATE TG SP nr 
EQUIVALENT) 


’ i 


iF 3 
Uy. NORMAL JOR PROGRESSION ‘ eae 


A. Initial (1st THREE Years oF entry_tn SP Career Service) ~ Rie oes, ace 
weer ce GME OR TWO-YEAR ASSIGNMENTS, AS PRACTICAGLE, IN OP. CENTRAI. UNITS (c.c., PMCD, SPD, 
CD ano BSD) 


See. MinsProresstonat_(oervets 3_AND 15 YEARS FROM ENTRY_UN SP Career Service) rast OS) Sy 
Tn . THRES OR MORE ASSIGNMENTS TO SPECIALIST JOBS IN CENTRAL OP OR GENERALIST PERSONNEL 
2." JOBS IN. COMPONENTS “DURING NEXT 3-15 years. (SP ASSIGNMENT OBVECTIVE: 3 YEAR TOURS: - 
INSIDE AND OUTSIDE .CENTRAL OP WITH ONE OR TWO EXTENSIONS OF ONE YEAR CONSIDERED 
UPON REQUEST.) 
os 2. . ASSIGNMENT TO A COMPONENT BY END OF 6TH YEAR UNLESS EMPLOYEE ‘IS EXPECTED BY SP 
aa CAREER SERVICE TO INDEFINITELY CONTINUE IN FUTURE AS TECHNICAL OR FUNCTIONAL 
SPECIALUEST IN CENTRAL OP. 
3. By THE ENO oF TtH YEAR, EMPLOYEE HAS SERVED 2 OR MORE YEARS IN A STAFF OR ADVISORY 
sar 8 CAPACITY; IN A PLANNING OR RESEARCH POSITION; OR IN A POSITION REQUIRING CONSIDER-= 
ABLE TIME TO BE SPENT IN SUCH ACTIVITIES. : ; Lo 


5. STRONG EVALUATION IN FOLLOWING PERSONAL SKILLS AND ATTRIBUTES 


RESPONSIVENESS IN SUPPORTIVE ROLE TO GETTING THINGS DONE dere 
Acency OFFICtALsS THOROUGHGOING ; 
EFFECTIVENESS tN PERSONAL DEALINGS WrRiTing ABILITY oF 
IMAGINATION AND ORIGINALITY VERBAL EFFECTIVENESS : 
SELF REL EANCE PLEASING PERSONALITY ; ee 
Drive . 
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6. 


REPRESENTATIONAL AND COMMUNICATING MATURE JUDGNENT 
SKILLS : : é ANTEGIPATEON OF CONSEQUENCES OF PROSPECTIVE 
PLANNING AHEAD, ; ACTIONS 
CAPACITY TO INFLUENCE OTHERS (sua- PERCEPTION OF THINGS THAT NEED TO BE DONE 
ORDINATES ; PEERS, SUPERTORS) ABILITY TO DELEGATE ; ‘ 
’ SUPERVESORY SKILL (fNCLUOING DEVELOP] EFFECTIVENESS IN MANAGEMENT OF “OFFICE 
MENT OF SUBURDINATES) MAINTENANCE : 


FAMILIARITY WITH PERSONNEL WORK 
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STRONC IG_EVALUATION IN FOLLOWING MANAGERIAL SKILLS: 


MORALE AND LoyALTy) 2 
DecISIVENESS 


A. GOOD UNDERSTANDING OF FOLLOWING? . : . 
SUBSTANTIVE ASPECTS OF PERSONNEL ACTIVITIES , : 
CURRENT PERSONNCL OBULCTIVES, GOALS AND DEVELOPMENTS ; 
PERSONNEL TRENDS AND FUTURE PROBLEMS 


B. QUALIFYING CREENCE IN A MAJORELTY OF FOLLOWING: 
PERSONNEL KE ARCH/ STAFF WORK 
BENEFITS AND SERVICES 


SALARY AND POSITION MGT. ’ _ ae ak a 4 : 
PERSONNEL STAFFING : Se ail depn bis nse tenes 

PERSONNEL TRANSACTIONS a oe arty 

RECORDS CONTROL AND MANAGEMENT ‘ 


LINE PERSONNEL MGY. EN COMPONENTS 


C. DESIRAPLE Expertences (Not norms) 
OVERSEAS OPERATIONS AND SUPPORT ‘ 
HEADQUARTERS ACTIVITIES RELATED TO PERSONNEL PROCESSING MGT. levee, TRAINING, COVER, 
“TRAVEL ) : 


if 


aw 
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DEVELOPMENTAL GAP SHEET (SP CAREER SERVICE) . th Be ote ate 
- i. GENERAL Bat 
he NaMc ue 2. GRADE °3. Orrice We AGE 5. YEARS #N 6s, Last ST ERS 
- : Present Jop « Eva, 
|: | 
Ti Postrton 8. Name of Supervisor — eee nares (tm 
$, 1 . 
t, , 
H). ACADEMIC BACKGROUND 
et ei AE Sd ee 
9+ COLLEGE 10. COLLEGE Mavors 
wit COLLEGE DEGREE TT: tS PERSONNEL ADMINISTRATION - Cee 
os “CoLnLeGe ~ No Dearee oe 7 a Puatic or Bustness ApMin. OR Mat. -(].-- 
_. “No CoLtece ee 3 Soctat. Sctence(s) ae ; 
Bo pe £3 eae ae a ae OTHER 0 
' ale (Fiee In) ! 


[1f. JOB PROGRESSION TO DATE 


1 


(Complete FOR AN 


« ENDICATE REMAINEMG JOB CXPERMENCES IN CENTRAL OP, EMPLOYEE SHOULD AcQuIRE.*® 
7 EMPLOYER WITH MORE THAN 3 YEARS SERVICE IN AGENCY, IF APPLICABLE IN HIS CASE. ). 
i 
' 
t 
13 
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“Vad JOB-EXPERIENCE ROXMS FOR fas EIONALS (3-15 YEARS as SP caREERIST) nie gyits Mat. Bgl Se a « Re Es 
{F NOT COMPLETED, EXPLAIN, EF KNOWN AND = 

INDICATE IF SOME OR ALL OF NORHS. STILL NEEDED 


ComPLETED 


A. } om MORE ASSIGNMENTS WITHIN T4 YEARS. 
(DIFFERENT BRANCHES OR OFFICES) FOR 

“GENERALISTS; 2 OR MORE FOR TECHNICAL 

-SPECIALISTS« 


B.}ASSIGNMENT TO AGENCY COMPONENT WITHIN a . . . 
1G YEARS (APPLICABLE TO GENERALISTS « poet. ; ; ‘ 
(ONLY). : 
] 
1{ Ce’ @ YEARS OF PERSONNEL STAFF OR RESEARCH 
i -WORK (OR COMPARABLE EXPERIENCE) BY END 
-or UltH years 
} rag 
~~ TLLEG IB 
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IV. LEVEL OF KNGWLEDGE OF PERSONNEL WORK * 
? 
cu SUPERVISOR SP PANEL 


cco n mene nen met re St em mae eM, 


i 


Ate PERSONNE? rring & 1/0 | © as Corre 
ADMINISTE: 0 oN She cosh Se 


seam ecnee mereeeee eee: 


18. RECORDS & 1RANSACTIONS is i 


: 13. PERSONNEL POLICIigs 
Processes & PROCEDURES - 
hh. PERSONNEL STAFF WORK OR 
PLANNING 19. LINE PERSONNEL WORK 
15. Bencrits & Services 20. PLACEMENT 


16. SALARY & POSITION ADM INIS=1 eens 21. NON-PERSONNEL SUPPORT 
TRATEON ACTIVITY 


“22. “EMPLOYEE'S STRONGEST KNOWLEDGE(S) a “B3, EMPLOYEETS WEAKEST DST KNOWLEDGE(S) IF APPLICABLE.” 
APPLICABLE (NAME ONE oR Two} (NAME ONE OR Two} goednie Ween OS 


“VW. PERSONAL SKILLS AND ABILITIES * 
\ 


‘TsureRv1sor | SP > PANEL| “STRONG “IN SKILL 
peter eee renene ine ene re eae Snel arate A oe ee Si a are 
2h. Responsiventss (IN eS as | 68, GETS THINGS DONE 
SUPPORTIVE ROLE TO ‘AGENCY | ? t 29. MECTING DEADLINES 
orrictaLs) eee fp S| 306 THOROUGHGOTNG 
“25, EFFECTIVENESS IN PERSONAE | | | 31. WRITING ABILITY 
DEALINGS : \ 32. VERBAL EFFECTIVENESS 
26. SELF RELIANCE P. | 33. PLEASENG PERSONALITY 
ef. DRIVE ’ — | 7 SIL, [IMAGINATION & ORIGENALITY 
"35, EMPLOYEE'S “STRONGEST PEKSONAL ekitt(s) AND i 36. EMPLOYEE'S PERSONAL DEFICIENCIES, TE APPLICABLE 


> ATTRIBUTE(S) IF APPLICABLE (nae ONE OR TWO) ; (rame ONE OR TWO) : Pagar rota 


vie MANAGERIAL SKILLS AND ABILITIES.® G2 7 teil Sid pS CPE ae 


4 


renee a on 


see j ' 
STRONG IN ITEM £ _ |SUPERVESOR {SP PANEL | STRONG IN TTEM 


on | 
J ateies - als 
37+ REPRESENTATION & 6 3. ANTICIPATION OF CONSE= ie ae 
COMMUNI CATION : QUENCES .OF PROSPECTIVE ee ee 
38. PLAN AHEAD ACTION - 7 oe ee 


PERCEPTION OF THINGS THAT 
NEEG TO BE DONE 
ABILITY TO DELEGATE 
EFrFecTIVENESS IN OFFICE 
MANAGEMENT 


39. CAPACITY TO INFLUENCE 
> OTHERS 

“HO, SUPERVISORY ABILITY 

hi. DECISIVENESS 

ae MATURE JUDGMENT 


Be tome aia Lone pe a i ls en i a Wa ade 
ce  EIRveveRIa STRONGEST MANAGERIAL ‘SKILL(S) | 48, Employee's WEAKEST MANAGERIAL skiti(s) IF. 
F. APPLICABLE (NAME ONE OR TWO) APPLICABLE (NAME ONE OR TWO) Wea babble 
: : i : , h 


acne peer te ee A I an eae we aren an a gt ON PT LT = ~ oo ee 


* iB 21 
rk 
*s A = ABOVE AVERAGE a RELATION TO PEERS OR SENIOR CAREERISTS), 
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-@ AVERAGE} IMPROVEMENT DESIRED. 
ee 3 - BELOW AVERAGE} NO IMPROVEMENT NECESSARY. 
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é ; : 
FILL tN EACH UTEM BY INSERTING THE LETTER BEST OESCRIBING THE EMPLOYEE'S KNOWLEDGE/SKILLS 
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VEIT. , PERSONAL DEVELOPMENT SUGGESTIONS . ae 


4 


(To pe.Come_eten ay Supervisor Onry) 


ee re - 


sone evatrntapnnnen niga prprunnurteinnsmiesnneernsenhantsiesnsier nner etn tetemetesmia sree FO 


‘ 


ri etl eet eee yM Amemae sateen 
‘ 


+. 
ug, IF ANY OF THE SKILLS OR KNOWLEDGES Listeo tu IV, V, and VI WERE MARKED C oR Bees ERDICATE WHAT 
SHOULD BE DONE TF AND WHEN {MPROVEMENT 15 FEASIBLE . 


ete ot 


SKILL or Know. eoGe Corrective ACTION PROPOSED 


51. ASSIGNMENTS THAT ARE CONS (DERED DESIRABLE » 
BUT NOT REQUIRED FOR EMPLOYECTS DEVELOPHENT 


50, As SS LGNHENTS CONSIDERED NECESSARY FOR 
EMPLOYEE'S DEVEL OPMENT i 


a re 


PROPOSAL : WHEN; 


eee NE CS ttt NA A RAS 


PROPOSAL a 4 


53. FORMAL TRAINING CONSIDERED OLSIRARLE, BUT 
NOT REQUIRED FOR EMPLOYEE'S DEVELOPMENT | 


52. FORMAL TRAINING CONSIDERED NECESSARY FOR 
EMPLOYEE! S DEVELOPMENT 


WHEN WHEN. < : 


PROPOSAL 


a SS an ane ate trata Soest 
5. OTHER DEVELOPMENTAL ACTIONS CONSIDERED NECESSARY FOR EM 
PROJECTS, SHORTARANGE DETAILS, SHORT-RANGE ROTATION IN ANOTHER Support SERVICE, OP ORIENTA en 


THON, REGULAR ATTENDANCE, SP SKILLS Program) 


NOTE: THE SP PANEL WILL CONSIDER THE SUPERVISOR'S SUGGESTIONS IN DECIDING UPON SPECIFIC INDI viouAL 
=. ACTIONS THAT SHOULD BE UNDERTAKEN FOR INDIVIDUAL CAREERISTS (FOR WHOM SCME INDIVIDUAL ACTION 

“OR ACTIONS ARE NECESSARY OR DESIRABLE). DEVELOPMENTAL ACTIONS OF SP PANELS WILL BE COMMUNICATE? 
TO THE INDIVIDUALS AFFECTED ANO THEIR SUPERVISORS BY THE CMO/OP, ORDINARILY, PANck DECTSIONS 
WILL SPECIFY BOTH THE KINO OF action(s} TO BE TAKEN-AND THE TIME FRAME{S} INVOLVED. 


“ SUPERVISORS ARE ENCOURAGED TO DISCUSS THIS GaP SHEET WITH INDIVIDUALS CONCERNED AFTER COM} 
“pReTING §T. Tr AN SP CARECERIST WISHES TO COMMENT ON THE UNFORMATION PROVIDED BY: THE 
SUPERVISOR OR TO EXPRESS HIS DWN INTEREST IN A PROSPECTIVE DEVELOPMENT ACTION OR ACTIONS, 


too He APPKONES PeofoReleasesd ARMOR + iia ica i da 7004 Boe olc: . 


or 
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‘ Viftl. PROMOTIONAL READINESS AND POTENTIAL : é 
% i 
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‘55+ CURRENT Promotional ReaDINess : 56. CAREER POTENTIAL TO REACH GS- 15 OR ABOVE > 
oan (Per current vuocannt) : a Tet 


t . 
OR Wl ONE YE 
i Now OR WITHIN ONE YEAR {} | 
ONE OR TWO YEARS - FI Yrs am hes ef, 

a AFTER TWO YEARS | am ia at 
Reiee : No (| ; 
: NON-PROMOTABLE (PER CURRENT CJ 
| JUDGMENT) © 
. 
| t 

i 
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’ IX. POSITION(S) FOR WHICH EMPLOYEE SHOULD BE DEVELOPED AS A PROSPECTIVE REPLACEMENT oe - 
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‘ : Xs. PERSONAL DEVELOPMENTAL ACTIONS 
{ 


Ne a NN ETT SN 


i ome 
“§Hfe- CORRECTIVE ACTIONS TO IMPROVE SKILLS OR 
KNOWLEDGE, INCLUDING APPLICABLE ITEMS 
i Listeo In IV=VI, 
! { 


Satamaeiimeanieteetheneenes eaeennamernenemnareeteree eR TT RTE DERE TORT 


60. OTHER DEVELOPMENTAL ACTIONS THAT SHOULD | - . 
BE UNDERTAKEN (e.a, , pPeeioe PROJECTS, coi vi: 
etc.) : 


Course 


G1. DUE DATES FOR PROGRESS REPORTS TO SP PANEL OR BOARD CONCERNING DEVELOPMENTAL ACTIONS: : ‘ | 

7 (as Aeretenr i 
SCALE eee te oe | 

ACTION [ Dare H 
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